COMMONWEALTH of VIRGINIA

DEPARTMENT OF EDUCATION
P. O. BOX 2120
Ri chmond, Virginia 23218-2120

March 15, 2004

TO Text book Publishers

FROM Beverly M Thurston, Textbook and Instructional Materials Review
Coor di nat or

SUBJECT: TEXTBOOK AND | NSTRUCTI ONAL MATERI ALS REVI EW FOR K-12 MATHEMATI CS
6-8 ENGLI SH-VRI TI NG, 9-12 ENGLI SH-WRI TI NG, 6-8 READI NG AND
LI TERATURE, 9-12 LI TERATURE, AND FORElI GN LANGUAGES

The Virginia Departnment of Education will review K-12 mat henatics, 6-8
English-witing, 9-12 English-witing, 6-8 reading and literature, 9-12
literature, and foreign | anguage textbook and instructional materials
relative to their alignment with the appropriate Standards of Learning. A
detail ed schedule of this process can be found in Sections 1-9 of this
menor andum  Publishers will be invited to enter into a price contract with
the Board of Education for all textbook and instructional materials submtted
to the review for the six-year period beginning July 1, 2005.

Pl ease exami ne all sections of this menorandum for specific information
concerning the 2004 Virginia Textbook and Instructional Materials Review
process. Electronically return the "Intent to Submt" formthat is attached.
Publ i shers nmust submit this formby April 30, 2004, identifying instructiona
materials by appropriate curriculum area.

If you have any questions, please contact ne at (804) 225-2893 or e-
mail me at (bthursto@mil.vakl2ed.edu). | |look forward to working with you
during the 2004 Virginia Textbook and Instructional Materials Review.

BT/ yba



TEXTBOOK AND | NSTRUCTI ONAL MATERI ALS REVI EW
FOR
K-12 MATHEMATI CS, 6-8 ENGLI SH-WRI TI NG, 9-12 ENGLI SH-WRI TI NG, 6-8 READI NG AND
LI TERATURE, 9-12 LI TERATURE, AND FOREI GN LANGUAGES

Section 1
2004 Revi ew Procedures

The Code of Virginia places the authority for review of textbook and
instructional materials suitable for use in the public schools of Virginia
with the Board of Education. The Departnment of Education, using an
established review process and criteria, will administer the state adoption
process for the Board of Education. The departnent will submt to the board
for approval a list of recomended materials. Statew de review comittees
wi |l be organized for each curriculum area. The nenbership of these
committees will be conposed of a cross section of administrators,
supervi sors, teachers, and parents where appropriate.

Review comrittees will be directed to conpare all submitted nmaterials
to the Virginia Standards of Learning and develop a "profile sheet"
i ndicating the degree of correlation of an instructional itemto the rel evant
Virginia Standards of Learning and to the design and organi zati on of the

instructional item Profile sheets on each instructional itemw || be
avail able to school divisions to assist in the |ocal textbook and
i nstructional materials adoption process. Profile sheets will also be

available to all publishers who submit textbook and instructional materials
to the review process.

Al'l publishers having basal materials in K-12 mat hematics, 6-8 English-
writing, 9-12 English-witing, 6-8 reading and literature, 9-12 literature,
and foreign |languages are invited to submt textbook and instructional
materials that neet the following criteria

a. textbook and instructional materials that are highly correlated to
the appropriate Virginia Standards of Learning;

b. textbook and instructional materials that present content in an
accurate manner and that are challenging to the |earner

c. print materials (textbooks) that are bound in hardcover format only.
Exceptions may be granted for non-consunabl e softcover formats that
meet the Manufacturing Standards and Specifications for Textbooks of
the Advi sory Commi ssion on Textbook Specifications;

d. textbook and instructional materials in electronic format that
represent the core program Please refer to Section 2 regarding the
gui delines for submtting electronic instructional materials; and

e. materials that are not considered supplenental and/or ancillary to a
full basal instructional program Virginia review comrttees wil
only review textbook and instructional materials that are considered
to be stand-alone and the "core" of K-12 mathematics, 6-8 English-
writing, 9-12 English-witing, 6-8 reading and literature, 9-12
literature, and foreign | anguage courses.



Section 2
Gui del i nes for Submtting
Text book and Instructional Materials in Electronic Fornmat

Non- print technol ogy-based formats will be included in the 2004
Virginia Textbook and Instructional Materials Review The foll ow ng
definition will be used to clarify the non-print category suitable for

subm ssion to the review of textbook and instructional material s:

"core" or "stand-al one" el ectronic textbook and instructiona
mat erials; or

a non-print, technol ogy-based, el ectronic nmedi um which contains a
conprehensi ve, systematic presentation of the key concepts of an
acadeni c discipline and which constitutes a nmgjor instructiona
vehicl e for that discipline.

The Departnent of Education will not exam ne supplenmentary or ancillary
materials that are not considered essential to a core or stand-al one program
In order for electronic materials to be considered for exam nation
publ i shers nust declare that electronic naterials are a stand-al one, core
program This declaration nmust be indicated on the enclosed "Intent to
Submit, Part B" form

Section 3
Text book and Instructional Mterials Sanpling Procedures
A. When to send sanpl es
Text book and instructional materials sanples nust be postmarked and
mai | ed by June 1, 2004, to the Virginia Departnent of Education (two
sets), nine public review sites, and to state textbook and

instructional materials review commi ttee nenbers.

B. Where to send sanpl es

State review commttees will be formed by May 2004. Nanes and addresses
of persons to whom sanpl es should be sent will be forwarded to
publ i shers by May 3, 2004. Addresses and contact persons for the public
review sites will be sent as well

C. What to send

The basal instructional materials that the Department of Education is
seeking for review are those designed to provide "core" support for the
curriculumof the subject and grade | evel areas listed in Section 1.
Publ i shers are asked to study the Virginia Standards of Learning for
the subject area in which their conpany produces textbook and
instructional materials. The standards should assist in meking
deci si ons about materials that may be suitable to subnmit for review
Appropriate Virginia Standards of Learning are available on the
Department of Education’s Wb site (ww. pen. kl12.va. us).




Publ i shers are al so asked to use the discipline area correlation
matri ces posted on the Departnment of Education’'s Wb site at
http://ww. pen. k12. va. us/ VDOE/ | nstructi on/ mat_revi ew nmai n. ht m

Bundl e I nformati on for Textbook and |Instructional Materials Subm ssions

After reviewing the appropriate Virginia Standards of Learning and any
additional criteria required for subnission, publishers may want to
“bundl e” other materials with the student textbook or teacher’s edition
to fully correlate with the content area’s criteria. (For exanple, if
publ i shers choose to bundle material for a foreign | anguage subni ssion
it mght include the teacher’s edition, assessnment materials such as
tapes for listening skills assessnent, or a student practice package.)

It nust be noted, however, that the official bid nust be a
conprehensive price that includes all itens in the bundle. Please do
not submt any supplenental or ancillary materials that are not part of
a bundl e.

K-12 Mat hemati cs

The student’'s edition of print prograns is considered the
"official sanple," but teacher’s editions are required to assi st
with the review. |In kindergarten only, publishers nmay correlate
to the teacher edition if there is no student edition.

6-8 English-Witing
The teacher’s nmanual /edition for print prograns is considered the
“official sanple.”

9-12 English-Witing
The teacher’s nmanual /edition for print prograns is considered the
“official sanple.”

6-8 Reading and Literature
The teacher’s nmanual /edition for print prograns is considered the
“official sanple.”

9-12 Literature
The teacher’s nmanual /edition for print prograns is considered the
“official sanple.”

For ei gn Languages
The teacher’'s edition along with the appropriate bundl ed nmateria
is considered the “official sanple.”

Materials in electronic format should conformto the guidelines in
Section 2. A publisher-prepared correlation to the Virginia Standards
of Learning rmust acconpany the student and/or teacher edition of al

i nstructional programs. Fornms for concise correlations (correlation
matrices) are available on the Departnent of Education’s Wb site under
t he headi ng, Textbook and Instructional Mterials Review at

http://ww. pen. k12. va. us/ VDOE/ I nstructi on/ mat_revi ew nmai n. ht m
Publ i shers nust use these fornms. Extensive correlations beyond this
format will not be exani ned.




Substitutions

If a new edition of materials subnmitted by June 1, 2004, subsequently
beconmes avail able, a copy should be sent to Beverly Thurston, Textbook
and Instructional Materials Review Coordinator. A brief summary of

changes incorporated into the new edition should be encl osed. The new

edition will not be reviewed as a part of the 2004 revi ew process;
however, these subm ssions will be evaluated as a "substitution"
(Virginia Code 22.1-239) and, if approved by subject area specialists,
be placed on the appropriate basal |ist of textbook and instructiona

materials. The price, subnitted as a part of the six-year price
contract for the instructional item cannot change.

Section 4
Shi pnment of Textbook and I nstructional Mterials

Pl ease observe the followi ng instructions in the shipnent of

exam nation copi es of textbook and instructional naterials:

A

Identification of Textbook and |Instructional Materials

The contents of each shipnent of textbook and instructional naterials
shall be identified according to specified curriculumareas. A |abe
shoul d be affixed to the outside of each package giving the curriculum
area, title(s) and grade level of the enclosed naterials.

Identification of Each Instructional Itemor Series (to be included
with all sanples submtted)

There shall be attached to the inside cover of each item of print

mat eri al (textbook) subnmitted for review an informati on sheet or | abe
giving specific subject field, title, author(s), intended grade |evel,
nati onal advertised list price, and publisher. Also there shall appear
on the sane |abel the followi ng statenment: "This itemis submtted for
reviewin the State of Virginia, 2004." No itemw ||l be considered an
official sanple without this statement. In the case of electronic
nmedi a, an information sheet should be used and subnitted with the

el ectronic nedia (if possible, please attach this information sheet to
the el ectronic nedia).

I ncluded with an instructional itemor series subnmtted for review
shoul d be information on the foll ow ng:

1. any specific scientifically-based research upon which the pedagogy
of the textbook or instructional material is based:

2. if available, a readability level, including fornula applied; and

3. warranty (required only for sanples sent to Beverly Thurston,
Department of Education). This is to indicate that all textbooks
submtted for price contract neet "Manufacturing Standards and
Specifications for Textbooks" (NASTA, |atest edition).



C. List of Titles Included in Each Shipnent as Receipts

Alist of titles of the textbook and instructional materials in each
shi pnent (receipt) in duplicate should be included. Each eval uator will
be asked to return one copy of the "receipt" to the publisher (stanped,
sel f - addressed envel opes shoul d be included), and then retain the
second copy. This procedure will acknow edge the reviewer's receipt of
all material s.

Section 5
Publ i shers "Intent to Submt"

By April 30, 2004, publishers nust electronically submt to Beverly Thurston
Text book and Instructional Mterials Review Coordinator, a |list of intended
submi ssions using the "Intent to Submit, Part A" form If electronic
materials are being subnmitted, then an "Intent to Submt, Part B" formis

al so required for each instructional (core/basal) itemthat is an electronic
medi a, (See Section 2). These fornms may be e-nmiled to
(bthursto@mi |l . vakl2ed. edu). Do not subnmit ancillary or supplenental titles
that are not part of a bundle. Please use the formthat corresponds to the
appropriate content submi ssion. (For exanple, when submitting mathematics
mat eri al s, please use the mathematics “Intent To Subnmit” formonly.)

Section 6
Submi ssion of Price, Price Adjustment, and OQther Information

A By COctober 22, 2004, publishers shall electronically submt to Beverly
Thurston, Departnent of Education, essential information for each
text book submitted, nanely: specific subject area, title, author, grade
| evel , copyright date, list price as adverti sed and whol esal e price
f.o.b. publisher’s nearest shipping point. The f.o.b. price quoted
shoul d be the whol esal e price at which the publisher proposes to
furnish the itemto Virginia beginning July 1, 2005, (contract price).
A formentitled BID | NFORMATI ON supplying this information may be found
at the end of this memorandum Pl ease subnit this informtion
el ectronically to Beverly Thurston at (bthursto@mil.vakl2ed. edu).

B. By April 1, 2005, each publisher should send its |atest textbook and
instructional materials catalog |listing the nationally advertised |ist
price(s) of textbook and instructional materials subnmtted for review

C. During the period of the 2004 Virginia Textbook and I nstructiona
Mat eri al s Review, publishers' representatives shall not contact state
review comrittee nenbers for any reason. Failure to observe this
gui deline shall be considered a forfeiture of the right to submt. Al
guestions related to the state textbook and instructional materials
revi ew process should be directed to Beverly Thurston at the Departnent
of Educati on.



D. The Superintendent of Public Instruction will consider requests from
publ i shers for adjustnments in contract prices for all materials under
state price contract that have not had a price adjustment for two
contract years. Publishers desiring to make such requests may obtain
forms from Beverly Thurston, Textbook and Instructional Materials
Revi ew Coordi nator. The requests should be received by October 30 of
the year before the price can be adjusted.

Section 7
Publ i shers' Response to Virginia Profile Sheets

Each publisher will be sent a copy of the prelimnary profile sheets
pertaining to textbooks and instructional nmaterials that have been submitted
to the 2004 Virginia Textbook and Instructional Materials Review. Profiles
will be e-mailed no |ater than August 30, 2004, or as soon as possible after
the conclusion of the state commttee materials review workshop during July
2004.

Publ i shers will have the opportunity to respond in witing or by e-nai
to the profile sheets. Publishers will not be invited to present responses in
person. Departnment of Education staff will review all publisher requests for
reconsi deration of the state review conmttee docunentation and will reply to
publishers in witing.

Letters requesting a "reconsideration" of a profile(s) should be sent
to Beverly Thurston, Textbook and Instructional Mterials Review Coordinator
Virginia Departnent of Education, P.O Box 2120, Richnond, VA 23218-2120. E-
mai |l s should be sent to bthursto@mil.vakl2ed. edu. Letters or e-mails
requesting reconsideration nmust be received by Septenber 15, 2004.

Section 8
Publ i shers' Presentations To State Review Conmittees

Publ i shers will not be invited to present to state review comittees
for the 2004 Virginia Textbook and Instructional Materials Review
Section 9

Virginia Price Contract Stipulation Regarding Files For Braille Conversion

Virginia Code now requires that all six-year price contracts with the
Board of Education contain the follow ng stipulation:

"Upon witten request fromthe Virginia Departnment of Education, the

publisher will within 90 days provide electronic files for Braille conversion
of state reviewed and contracted basal pupil edition textbooks in ASClII text
or other nutually agreed fornmat. Files will only be used for the creation of

Braille textbooks for use by blind or visually inpaired students in
Virginia."



